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PHILIt JORRIS USA 

RECORDS RETENTION SCHEDULE 
Finance & Administration, Vice President 

^ $itvic ISSUED 


RECORD 

CATEGORY 

CODE 

RECORD CATEGORY 

| RETENTION PERIOD 

OFFICIAL 

FILE 

LOCATION 

IN DEPT. 

IN STORAGE 

TOTAL 

A0999 

ACCOUNTING/AUDITING 

C+4 

2 

C+6 


B0886 

BUDGET BOOKS 

C+6 


C+6 


B0887 

BUDGET FILES 

C+3 

2 

C+5 


B0888 

BUDGETS/FORECASTING 

C+3 

2 

C+5 


C2004 

CAPITAL EXPENDITURE 

SUP 


SUP 


C2005 

CASH AND BANKING 

SUP 


SUP 


C2006 

CHRONOLOGICAL FILES 

C+l 

1 

C+2 


C2007 

COMPETITIVE ANALYSIS 

C+3 

2 

C+5 


C2008 

CORPORATE AFFAIRS 

C+3 

2 

C+5 


F0934 

FINANCIAL ANALYSES 

C+3 

2 

C+5 


F0935 

FINANCIAL REPORTS 

C+3 

2 

C+5 


F0936 

FIVE YEAR PLAN FILES 

C+5 

P 

P 


F1071 

FTC 

C+6 

1 

C+7 


REVISED DATE 

DEPARTMENT CODE 

SHEET 

1 of 

2 


KEY TO RETENTIONS 
ACT = While Active 
M « Current Month 


AUTHORIZATION: Department Head: 


C = Current Year 

P - Permanentlyt»8C9I9C202 

SUP a Until Superseded 


Responsible Records 
Management Group: 

Legal Counsel: f. 



Date: c 


Date: 




Date: £ ~ IS-9/ 


TER = Until Terminated 


[Retention in years unless otherwise noted) /} /J 

fj Hujsj*t 0 *> A V/ii.u#4KS 

Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 
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PHILIt MORRIS USA 

RECORDS RETENTION SCHEDULE 
Finance & Administration, Vice President 


RECORD 

CATEGORY 

CODE 


RECORD CATEGORY 


IN DEPT. 


ISSUED 

RETENTION PERIOD 
1 IN STORAGE F 


TOTAL 


OFFICIAL 

FILE 

LOCATION 


G0340 

GENERAL FILES 

C+2 


C+2 


10525 

IS PROJECT FILES 

C+3 

4 

C+7 


L0567 

LEAF REPORTS 

C+4 

P 

P 


L0654 

LEGAL 

C+2 

2 

C+4 


M1455 

MARKETING 

C+4 

1 

C+5 


00529 

OTHER ORGANIZATIONS 

C+2 

2 

C+4 


P1751 

PERSONNEL FILES 

TER 


TER 


P1752 

PROJECT FILES 

TER+3 

3 

TER+6 


S2041 

SALES/PRICING 

C+6 

2 

C+8 


S1696 

SPEECHES & PRESENTATIONS 

C+4 

3 

C+7 


Y01O8 

YEAR-END REPORTS 

C+3 

2 

C+5 




1 










REVISED DATE 


KEY TO RETENTIONS 
ACT = While Active 
M * Current Month 
C = Current Year 


AUTHORIZATION: 


DEPARTMENT CODE 
Department Head: 


P = Permanently S8C9I9C202 

SUP Until Superseded 


Responsible Records 
Management Group: 

Legal Counsel: _ 




SHEET 

J?-L t 


2 Of 2 

Date: & 

Date: ^ht 
Date: & ~ l 


TER = Until Terminated 


[Retention in years unless otherwise noted] 


HuaJT&iO Z 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 








RETENTION SCHEDULE MAINTENANCE 

r prop ns poor nrNATOR : V. i 11 (il (Mf \eT DEPARTMENT: ^ Ao cc^w 

ORIGINATED BY: JlLl _ DATE: 

RECORD CATEGORY TTTLE: pPY^VrT 0 ^ HC—- 


RECORD CATEGORY DESCRIPTION/USE: 

- d- U 

hikl 


&gp&r^ ^ sW e. 

ij\ A^A. f€.lf OjlL£JLL 

- VI Ag^r? —-- 


SUGGESTED CODE (optional): 

REASON FOR ADDITION/CHANGE: 
(attach copy of regulation or law) 


5M55 


i/ 


Internal Practice OR 


Regulation 


DEPARTMENT WHICH MAINTAINS ORIGINAL/RECORD COPY: &eCO-fVcv «V^ 
RECORD MEDIA:_ VITAL (Y/N):_ 


ADMINISTRATIVE RETENTION (e.g.,C + 1): 
ACTIVE:_ INACTIVE:_ 


C^7 


z>C 


\ 


RETENTION KEY 
C = Current Year 
P = Permanent 
SUP = Superseded 
TER = Terminated 

FUNCTIONAL HEAD APPROVAL: 


vV t^ CcM /^i-t’4 ^.—- 



FOR RETENTION REVIEW USE 


LEGAL: 

BY 

DATE:_ 


FINANCE: 

BY 

DATE:_ 


JOINT TASK FORCE: . 


DATE: 


FILE CODE 

RETENTION PERIOD: 

_(Active)_ 

_(Inactive) 


SYSTEM UPDATE COMPLETED (date & initials):_ 

DEPARTMENTAL RETENTION SCHEDULE REVISED (date & initials): 


ISSUED: 10/02/89 


RECEIVER 

K5 J 0 1995 

Bill lynch 

n _ SUPERVISOR 
RECORDS management 




REVISED: 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 


2023616386 




PHILIP MORRIS USA 

RECORDS RETENTION SCHEDULE 
Finance & Administration - Assistant Controller, NYO Hdqtrs. - Marketing Accounting 

ISSUED 


RECORD 

CATEGORY 

CODE 


00478 


00479 


A0959 


A0960 


A0961 


A0962 


A1022 


A0963 


B0981 


B0982 


B0983 


RECORD CATEGORY 


1099 FICHE 


1099 REPORTS 


ACCOUNT CODE UPDATE FORMS 


ACCOUNTING POLICIES 


ADVERTISING 


ADVERTISING ESTIMATES 


ADVERTISING VOUCHERS 


AUDIT FILES 


BALANCE SHEET ACCOUNT 


RECONCILIATIONS 


BANK RECONCILIATIONS/ 


STATEMENTS 


BRAND ANALYSIS 


REVISED DATE 


RETENTION PERIOD 


j IN DEPT. 

| IN STORAGE 

C+7 


c 

.... 

7 

c 


C+l 


C+7 


C+l 

IRS 

c 

7 

C+l 

14 

C+l 

IRS 


■ 

C+l 

6 



C+5 

. 

DEPARTMENT CODE 

——..=Aa« ^ a 


KEY TO RETENTIONS 
ACT » While Active 
M ■ Current Month 
C * Current Year 
P ■ Permanently 
SUP * Until Superseded 
TER » Until Terminated 


AUTHORIZATION: Department Head: 

Responsible Records 
Management Group: 

Legal Counsel: _ 

[Retention in years unless otherwise noted] 




1 Of 


Date: __ 

Pate: _ 
Date: _ 


4.8C9T9C202 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 































































































PHILIP MORRIS USA 

RECORDS RETENTION SCHEDULE 
Finance & Administration - Assistant Controller, NYO Hdqtrs. - Marketing Accounting 

ISSUED 


RECORD 

CATEGORY 

CODE 

RECORD CATEGORY 

RETENTION PERIOD 

OFFICIAL 
FN F 

IN DEPT. 

IN STORAGE 

TOTAL 

LOCATION 

B1058 

BRAND SPENDING REPORT 

C+5 


C+5 


B0984 

BUDGETS/FORECASTING 

C 


C 


C2199 

CANCELLED CHECKS & DRAFTS 

C+2 

5 

C+7 


C2200 

CASH BOOK+ACCRUAL ENTRY REPORT 

C+l 

6 

C+7 


C2201 

CASH DISCOUNT REPORT 

C+l 


C+l 


C2202 

CHAIN CHECK REGISTER 

C+7 


C+7 


C2203 

CHAIN INVOICES 

C 

7 

C+7 


C2204 

CHAIN KEY ACCOUNT LISTING 

M 


M 


C2205 

CHAIN MAINTENANCE 

c 


C 


C2206 

CHAIN MASTER FILE 

M 


M 


C2207 

CHAIN MERCHANDISING APPROVED 

SUP 


SUP 



VOUCHER 





C2208 

CHAIN MERCHANDISING CONTRACTS 


C+7 

C+7 


REVISED DATE 

DEPARTMENT CODE 

SHEET 

2 of 



KEY TO RETENTIONS 
ACT « While Active 
M ■ Current Month 
C ■ Current Year 
P * Permanently 
SUP * Until Superseded 
TER ■ Until Terminated 


AUTHORIZATION: Department Head: 

Responsible Records 
Management Group: 



Legal Counsel: 

[Retention in years unless otherwise noted] 


Date: 

Date: 


PP- 

lisM 


88C9T9C802 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 



























































































PHILIP MORRIS USA 

RECORDS RETENTION SCHEDULE 
Finance & Administration - Assistant Controller, NYO Hdqtrs. - Marketing Accounting 

ISSUED 


RECORD 

CATEGORY 

CODE 

RECORD CATEGORY 

RETENTION PERIOD 

OFFICIAL 
FI! F 

IN DEPT. 

IN STORAGE 

TOTAL 

LOCATION 

C2209 

CHAIN PAYMENT DISTRIBUTION 

C 

2 

C+2 


C2210 

CHAIN RATE FILE 

M 


M 


C2211 

CHRONOLOGICAL FILES 

C+l 

1 

C+2 


C2212 

COMMITMENTS REPORTING 

c+i 

7 

C+8 



CONTRACTS 





C2213 

CONTRACTS 

C+2 


C+2 


C2214 

CONTRIBUTION/DONATION REPORTS 

C+l 


C+l 


C2215 

CONTROL & MASTER FILE MAIN 

M+3 

1 

M+4 


C2216 

CONTROL BALANCE SHEET 

c 


C 


C2524 

COUPON ACCRUAL REPORTS AND 

C+l 

6 

IRS 



WORKPAPERS 





C2217 

COUPONING REDEMPTION REPORTS 

C 

7 

C+7 


D0745 

DAILY A/P+CASH RECONCILIATIONS 

M+6 

C+7 

IRS 


REVISED DATE 

DEPARTMENT CODE 

SHEET 

3 Of 

- - 

8 

) r—.— 


KEY TO RETENTIONS 
ACT * While Active 
M * Current Month 
C * Current Year 
P * Permanently 
SUP ■ Until Superseded 
TER * Until Terminated 


AUTHORIZATION: Department Head: 

Responsible Records 
Management Group: 

Legal Counsel: _ 

[Retention In years unless otherwise noted] 


Date: 

Date: 

_ Date: 


68C9T9C202 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 


















































































PHILIP MORRIS USA 

RECORDS RETENTION SCHEDULE 
Finance & Administration - Assistant Controller, NYO Hdqtrs. - Marketing Accounting 

ISSUED 


RECORD 

CATEGORY 

CODE 


D0746 


D0747 


D0748 


D0749 


E1211 


E1212 


E1213 


E1214 


E1215 


E1216 


E1217 


E1218 


E1219 


RECORD CATEGORY 


DAILY CASH RECEIPT RECORDS 


DEPARTMENT INVENTORY VOLUME 


DEPARTMENT MANUAL CHECK LOG 


DEPARTMENTAL FILES 


ECONOMIC IMPACT REPORTS 


EMPLOYEE LISTINGS 


EMPLOYEE/PERSONNEL FILES 


EXPENSE ADVANCE REPORT 


EXPENSE FIRST CLASS 


EXPENSE MANAGEMENT REPORT 


EXPENSE MICROFILM 


EXPENSE STATEMENT VOUCHERS 


EXPENSE UNITED AIRLINE BILLS 


REVISED DATE 


KEY TO RETENTIONS 
ACT « Uhile Active 
H ■ Current Month 
C * Current Year 
P ■ Permanently 
SUP ■ Until Superseded 
TER * Until Terminated 



AUTHORIZATION: Department Head: 


Responsible Records 
Management Group: 

Legal Counsel: _ 

[Retention in years unless otherwise noted] 



S<^t ) Date: $ 


Date: 

Date: 


06C9T9C202 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 




























































































PHILIP MORRIS USA 

RECORDS RETENTION SCHEDULE 
Finance & Administration - Assistant Controller, NYO Hdqtrs. - Marketing Accounting 

ISSUED 


RECORD 

CATEGORY 

CODE 


E1220 


F0988 


F0989 


F0990 


F0991 


F0992 


F0993 


G0364 


G0365 


H0288 


10568 


L0589 


M1396 


RECORD CATEGORY 


EXPENSE UNMATCH TICKETS 


FINAL CHECK RECONCILIATION 


FINANCIAL POLICIES 


FLUCTUATION ANALYSIS 


FREIGHT REPORTS 


FTC REPORTS 


FUNCTIONALS 


GENERAL LEDGERS - FICHE 


GENERAL LEDGERS - HARD COPY 


HARDWARE TRACKING 


INTERCOMPANY CHARGES 


MINORITY VENDING REPORTS 


REVISED DATE 


KEY TO RETENTIONS 
ACT * While Active 
M * Current Honth 
C ■ Current Year 
P * Permanently 
SUP » Until Superseded 
TER > Until Terminated 


AUTHORIZATION: Department Head: 


Responsible Records 
Management Group: 

Legal Counsel; _ 

[Retention in years unless otherwise noted] 




Date: 

Date: 


T6C9T9CZ0Z 


Source: https://www.indu: cuments.ucsf.edu/docs/pqlmOOOO 
























































































PHILIP MORRIS USA 

RECORDS RETENTION SCHEDULE 
Finance & Administration - Assistant Controller, NYO Hdqtrs. - Marketing Accounting 

ISSUED 


RECORD 

CATEGORY 

CODE 

RECORD CATEGORY 

M1397 

MONETARY APPROVAL 

M1522 

MONTHL AUDITOR REPORT (GML045) 

M1398 

MONTHLY CHECK REGISTER & 


CHECK RECONCILIATION 

M1521 

MONTHLY CORP 200 CLOSING AND 


BALANCING REPORTS 

M1399 

MONTHLY JOURNAL ENTRIES 

00480 

OPEN PO'S 

00481 

ORGANIZATION CHARTS 

P1963 

PAID BY VENDOR 

P1964 

PERSONNEL FILES 

P1965 1 

POINT OF SALES FILES 

I 

. 

REVISED DATE 


OFFICIAL 

FILE 

LOCATION 



KEY TO RETENTIONS 
ACT * While Active 
M * Current Month 
C ■ Current Year 
P « Permanently 
SUP ■ Until Superseded 
TER « Until Terminated 


AUTHORIZATION: 


DEPARTMENT CODE 

I 


Department Head: 


Responsible Records 
Management Group: 


Legal Counsel: 

[Retention in years unless otherwise noted] 


26C9T9C202 


SHEET 



■noRnm 

■ 

6 of 

8 



1 Date: n 

Date: jsm 
_ Date: _ 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 






















































































PHILIP MORRIS USA 

RECORDS RETENTION SCHEDULE 
Finance & Administration - Assistant Controller, NYO Hdqtrs. - Marketing Accounting 

ISSUED 


RECORD 

CATEGORY 

CODE 


P2238 



P1966 


Q0260 


R0878 


R0879 


S1902 


S2120 


S1903 


S1904 


S1905 


RECORD CATEGORY 


PROJECT CODING SALESMAN 


EXPENSE AND EXPENDITURE 


ANALYSIS 


PROJECT FILES 


QUARTERLY YEAR-TO-DATE FIELD 


FORCE SUBLEGDER - MICROFICHE 


RELOCATION SUMMARY 


RENTAL REPORT BY STATE 


SALES AND USE TAX REPORTS 


SAMPLE TAX REPORTS 


SECTION SALES AUDITS 


SELF LIQUIDATOR ACCOUNTS 


SENSITIVE PAYMENT REPORTS 


OFFICIAL 

FILE 

LOCATION 



REVISED DATE 


KEY TO RETENTIONS 
ACT • Whll* Activ# 

H * Current Month 
C * Current Yeer 
P * Permanently 
SUP - Until Superseded 
TER « Until Terminated 


AUTHORIZATION: 


DEPARTMENT CODE 


Department Head: K 


Responsible Records 
Management Group: 


Legal Counsel: 

[Retention in years unless otherwise noted] 


I SHEET 




7 of 

8 



^ Date: 4 _h 


Date: 

Date: _ 


CGC9T9C802 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 





















































































PHILIP MORRIS USA 

RECORDS RETENTION SCHEDULE 
Finance & Administration - Assistant Controller, NYO Hdqtrs. - Marketing Accounting 

ISSUED 


RECORD 

CATEGORY 

CODE 


RECORD CATEGORY 


S1906 STOP PAYMENTS/VOIDS 


T0789 TRAVEL TEMP RECBLE 


T0780 TRAVEL TICKET MEMOS 


U0156 UNCLAIMED PROPERTY 


U0201 USE-TAX CREDIT REPORTS AND 


WORKPAPERS 


V0471 VENDOR AUDIT 


V0472 VENDOR UPDATE LIST 


V0473 VENDOR UPDATES 


V0474 [VOUCHER DISTRIBUTION REPORTS 


V0475 IVOUCHERS - HARD COPY 


V0476 VOUCHERS - MICROFILM 


Y0112 ||YEAR-END RECORDS AND REPORTS 


REVISED DATE 


KEY TO RETENTIONS 
ACT * While Active 
H « Current Month 
C * Current Year 
P « Permanently 
SUP ■ Until Superseded 
TER ■ Until Terminated 


AUTHORIZATION: Department Head: 


Responsible Records 
Management Group: 




Legal Counsel: 


Date: 

Date: 


[Retention in years unless otherwise noted] 




Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 

























































































PHILIt MORRIS USA 

RECORDS RETENTION SCHEDULE 
Finance & Administration - Assistant Controller, NYO Hdqtrs. - Marketing Budgets & Analysis 

ISSUED 19 


RECORD 

CATEGORY 

CODE 

RECORD CATEGORY 

RETENTION PERIOl 

D 

OFFICIAL 

FILE 

LOCATION 

IN DEPT. 

IN STORAGE 

TOTAL 

A0964 

ACCOUNT ANALYSIS' FILES 

C+l 


C+l 


A0965 

ASSET LISTING REPORT 

c 


c 


A0966 

AUDITOR REPORTS 

C+l 


C+l 


BS1 

BRAND PROMOTION ANALYSES 

C+l 

2 

C+3 


C2218 

CHRONOLOGICAL FILE 

C+l 

1 

C+2 


C2219 

CORPORATE AFFAIRS BUDGET 

C+l 

8 

C+9 


■ 

COUPON ANALYSIS 

C+l 


C+l 


F0994 

FUNCTIONALS 

C+l 

p 

p 


G0366 

GENERAL LEDGER 

C+l 


C+l 


M1400 

MARKETING BUDGETS 

C+l 

8 

C+9 


M14G1 

MERCHANDISING FILES 

C+l 

i 

C+2 


N0242 

NEW YORK G&A BUDGETS 

C+l 

8 

C+9 


P1967 

PERSONNEL FILES 

TER 


TER 


REVISED DATE 

DEPARTMENT CODE 

SHEET 

1 Of 2 


KEY TO RETENTIONS 
ACT = While Active 
M * Current Month 
C * Current Year 
P * Permanently 
SUP = Until Superseded 
TER s Until Terminated 

S6C9T9C202 


AUTHORIZATION: Department Head: 

Responsible Records 
Management Group: 


Legal Counsel: 

{Retention in years unless otherwise noted] 


7c off- 

\khiL/l(^X 


Date: 


*** _ Date: 




fyt|4i 


Date: 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 


















































































PHILL MORRIS USA 

RECORDS RETENTION SCHEDULE 
Finance & Administration - Assistant Controller, NYO Hdqtrs. - Marketing Budgets & Analysis 

ISSUED 19 


RECORD 

CATEGORY 

CODE 

RECORD CATEGORY 

RETENTION PERIOD 

OFFICIAL 

FILE 

LOCATION 

IN DEPT. 

IN STORAGE 

TOTAL 

P1968 

PROJECT ANALYSIS 

C+l 


C+l 


P1969 

PURCHASE ORDER FILES (OPEN) 

C+l 


C+l 


S1907 

SHIPMENT REPORTS 

C+l 


C+l 


V0477 

VOUCHER DISTRIBUTION REPORTS 

C+l 


C+l 
























































REVISED DA 

lTE 

DEPARTMENT CODE 

.... .,1 

SHEET 

2 of 2 

* —* /y 


ACT * While Active 
H * Current Month 
C * Current Year 
p ■ Permanently 
SUP » Until Superseded 
TER * Until Terminated 




Responsible Records 
Management Group: 




— L .—•» 


Legal Counsel: 

[Retention in years unless otherwise noted] 


Date: 

Date: 




96C9T9C202 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 








PHILI. MORRIS USA 

RECORDS RETENTION SCHEDULE 
Finance & Administration - Assistant Controller, NYO Headquarters 

ISSUED 


RECORD 
rATPnnRv 

RECORD CATEGORY 

RETENTION PERIOD 

OFFICIAL 

FILE 

LOCATION 

1 CVJUtx I 

CODE 

IN DEPT. 

IN STORAGE 

TOTAL 

A0879 

ADVERTISING AGENCY 

C+3 

2 

C+5 


A0880 

AUDIT FILES 

C+l 

14 

C+15 


B0889 

BUDGETS/FORECASTING 

C+3 

2 

C+5 


C2009 

COMPETITIVE ANALYSIS 

C+3 

2 

C+5 


C2010 

CORPORATE AFFAIRS 

C+3 

2 

C+5 


F0937 

FINANCIAL ANALYSES 

C+3 

2 

C+5 


F0938 

FINANCIAL REPORTS 

C+3 

2 

C+5 


F0939 

FIVE YEAR PLAN FILES 

C+5 

P 

P 


F0940 

FTC REPORTS 

C+4 

6 

e+io 


G0341 

GENERAL FILES 

C+2 


C+2 


10526 

IS PROJECT FILES 

C+3 

4 

C+7 


M1213 

MARKETING MANNING PLAN 

C+2 

1 

C+3 


M1214 

MERCHANDISING FILES 

C+3 

2 

C+5 


REVISED DATE 

DEPARTMENT CODE 

SHEET 

1 of 

2 


KEY TO RETENTIONS 
ACT * While Active 
M = Current Month 
C = Current Year 
P * Permanently 
SUP = Until Superseded 
TER = Until Terminated 


AUTHORIZATION: Department Head: 

Responsible Records 
Management Group: 


Legal Counsel: 

[Retention in yeers unless otherwise noted] 


_ '2L — 

\l2. 


Date: 

Date: 

Date: 


SM/2L 


jitbJ 



£6C9I9C202 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 


















































































PHILI. MORRIS USA 

RECORDS RETENTION SCHEDULE 
Finance & Administration - Assistant Controller, NYO Headquarters 

ISSUED 


RECORD 

RECORD CATEGORY 

RETENTION PERIOD 

OFFICIAL 

FILE 

CATEGORY 

CODE 

IN DEPT. 

IN STORAGE 

TOTAL 

LOCATION 

P1753 

PERSONNEL FILES 

TER 


TER 


P1754 

PROJECT FILES 

TER+1 

4 

TER+5 


S1697 

SPEECHES & PRESENTATIONS 

C+4 

3 

C+7 


S1698 

SYSTEMS 

C+3 

2 

C+5 


Y0109 

YEAR-END REPORTS 

C+3 

2 

C+5 


















































REVISED DATE 

DEPARTMENT CODE 

SHEET 

2 of 

2 


KEY TO RETENTIONS 
ACT ■ White Active 
M * Current Month 
C » Current Year 
P * Permanently 
SUP * Until Superseded 
TER » Until Terminated 


AUTHORIZATION: Department Head: 

Responsible Records 
Management Group: 

Legal Counsel: _ 

[Retention in years unless otherwise noted] 


LiWn) 


Date: 

Date: 

Date: 


86C9T9C202 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 










































2023616399 


PHILIP wiORRIS USA 

RECORDS RETENTION SCHEDULE 
Finance & Administration - Credit and Collections 

ISSUED 


RECORD 

PATFfiORY 

RFPORn TATFnORY 

RETENTION PERIOD 

OFFICIAL 
FIT F 

1 L/VJV_/lx I 

CODE 


IN DEPT. 

IN STORAGE 

TOTAL 

LOCATION 

A0956 

A/R ATB REPORTS 

C 


c 


A0957 

ABEYANCE FILE 

C+9 


C+9 


A0958 

ACTIVE FILES 

TER 


TER 


B0980 

BAD DEBT FILE 

TER 

15 

TER+15 


C2197 

CARD FILE 

P 


P 


C2198 

CREDIT FILES 

1 YR. 


1 YR. 


D0744 

DIRECT ACCOUNTS 

C+2 


C+2 


M1394 

MARKETING RESEARCH 

C+l 


C+l 


M1395 

MASTERS FILES 

1 YR. 


1 YR. 


P1961 

PENDING FILE 

TER 


TER 


P1962 

PERSONNEL FILES 

TER 


TER 


R0877 

REPORTS 

C+3 


C+3 


S1901 

SPECIAL PROJECT FILES 

C+3 

P 

P 


REVISED DATE 

DEPARTMENT COD^^a, 

^ . - . r 

SHEET 

_ 1 of 

1 

u/ > -'I 


KEY TO RETENTIONS 
ACT * While Active 
H » Current Month 
C = Current Year 
P * Permanently 
SUP * until Superseded 
TER * Until Terminated 


AUTHORIZATION: Department Head: 

Responsible Records 
Management Group: 

Legal Counsel: _ 

[Retention in years unless otherwise noted] 



Date: 

Date: 

Date: 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 












































































Hunton & Williams 


ATLANTA, GEORGIA 
BRUSSELS. BELGIUM 
FAIRFAX, VIRGINIA 
KNOXVILLE, TENNESSEE 


Suite 14-00 

One Hannover Square 
Fayetteville Street Mall 
P. O. Box 109 

Raleigh, North Carolina 27602 
Telephone (919) 899-3000 
Facsimile (919) 833-6352 


NEW YORK, NEW YORK 
NORFOLK, VIRGINIA 
RICHMOND, VIRGINIA 
WASHINGTON, O. C. 


rwe: 65000.001006 
direct dial: 919-899-3061 


August 8, 1991 

PRIVILEGED AND CONFIDENTIAL 


Mr. William F. Lynch, HI 
Supervisor, Records Management 
Philip Morris Management Corp. 

120 Park Avenue, 17th floor 
New York, New York 10017 

Deletion of Records Retention Schedules 


Dear Bill: 

I have been advised by Gladys Torres in Business Planning that the following two 
Philip Morris U.S.A. records retention schedules should be deleted: "Finance & 
Administration -Finance & Hanning, Directorate" and "Finance & Administration — 
Finance & P lanning — Business Planning & Analysis.” As these departments have 
undergone reorganizations, their retention schedules and the record category codes found 
thereon are thus no longer in effect. 

Please note that once the position of Director of Business Planning is filled, a 
retention schedule will need to be developed for this department’s records. 

If you have any questions, please do not hesitate to contact me. 

Best regards, 


cc: Richard G. Reid, Esq. 

Ms. Gladys Torres 



Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 
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MORRIS USA 

RECORDS RETENTION SCHEDULE 
Finance & Administration - Info. Svcs. - Systems Design & Development, Marketing 

ISSUED 19 


RECORD 

CATFCiORY 

RFCORD CATFCiORY 

RETENTION PERIOD 

OFFICIAL 

PTI P 

CODE 


IN DEPT. 

IN STORAGE 

TOTAL 

LOCATION 

B0703 

BUDGET REPORTS 

C+l 

2 

. ~. %■ 

C+3 


E0915 

EMPLOYEE/PERSONNEL FILES 

TER 


TER 


S1220 

SALARIED EMPLOYEE HANDBOOK 

SUP 


SUP 


T0585 

TIME & ATTENDANCE REPORTING 

C+l 


C+l 



* 





















































REVISED DATE 

DEPARTMENT CODE 

SHEET fl 

1 



1 of 

1 


KEY TO RETENTIONS 

AUTHORIZATION: 

Department Head: 

Date: 

ACT * While Active 

M = Current Month 

C = Current Year 


Responsible Records 

Management Group: 

Date: 

p s Permanently 

SUP b Until Superseded 


Legal Counsel: 

Date: 


TER = Until Terminated [Retention in years unless otherwise noted] 

T0fc9T9C20Z 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 



































RECORDS 
Finance & Administration - Info. Svcs. 


PH* ? MORRIS USA 

RETENTION SCHEDULE 
Systems Design & Development, Hdqtrs. Support 

ISSUED 


RECORD 

CATFfJORY 

RECORD OATFGORY 

RETENTION PERIOD 

OFFICIAL 

FIT F 

v^rV 1 L»VJwI\ X 

CODE 


IN DEPT. 

IN STORAGE 

TOTAL 

LOCATION 

A0765 

AT&T 

C+l 

2 

C+3 


C1644 

CORPORATE AFFAIRS 

C+l 

2 

C+3 


H0241 

HARDWARE TRACKING 

C+l 

14 

C+15 


10437 

INVOICES 

C+l 

1 

C+2 


M0966 

MEMORANDA 

C+l 

i 

C+2 


M0967 

MISCELLANEOUS 

C+l 


C+l 


P1707 

PROJECT FILES 

TER 

5 

TER+5 


P1708 

PURCHASE ORDERS 

C+l 


C+l 


T0604 

TIME & ATTENDANCE REPORTING 

C+l 


C+l 


T0605 

TRAINING & DEVELOPMENT 

C+l 

2 

C+3 




















REVISED DATE 

DEPARTMENT CODE 

SHEET 

1 of 

1 


KEY TO RETENTIONS 
ACT = While Active 
M = Current ‘Month 
C = Current Year 
P = Permanently 
SUP a Until Superseded 
TER = Until Terminated 


AUTHORIZATION: Department Head: 

Responsible Records 
Management Group: 

Legal Counsel: _ 

[Retention in years unless otherwise notedl 


Pate: 

Date: 

Date: 


20fr9T9C202 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 




































































PHk^ MORRIS USA 

RECORDS RETENTION SCHEDULE 
Finance & Administration - Info. Svcs. - Systems Design & Devel., Mktg. & Corp. Aff., Directorate 

ISSUED 19 


RECORD 

CATEGORY 

CODE 

RECORD CATEGORY 

1 

RETENTION PERIOD 

OFFICIAL 

pri p 

IN DEPT. 

IN STORAGE 

TOTAL 

LOCATION 

A0720 

ADMINISTRATIVE - 

C+l 

2 

C+3 



ADMINISTRATIVE REPORTS 

■ 




A0721 

ADMINISTRATIVE - ASSOCIATIONS, 

C+l 


C+l 



MEMBERSHIP, CONFERENCES 






(INTERNAL) 





A0733 

ADMINISTRATIVE - COMMITTEES/ 

C+l 

2 

C+3 



TASK FORCES/MEETINGS 





A0722 

ADMINISTRATIVE - COMPETITIVE 

C+l 

2 

C+3 



INFORMATION 





A0723 

ADMINISTRATIVE - CONFERENCES 

C+l 

2 

C+3 



AND SEMINARS (INTERNAL) 





A0724 

ADMINISTRATIVE - GOALS, 

C+l 

2 

C+3 



OBJECTIVES, PLANS, STRATEGY 





REVISED DATE 

DEPARTMENT CODE 

SHEET 

1 of 

5 


key to retentions AUTHORIZATION: Department Head: _ Date: 

ACT “White Active 

M * Current Month Responsible Records 

C * Current Year Management Group: _ Date: 

P = Permanently 

SUP * Until Superseded Legal Counsel: _ Date: 

TER « Until Terminated [Retention in years unless otherwise noted] 

cot'Siscaoa 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 






























































RECORDS 
Finance & Administration - Info. Svcs. 


PH\^P MORRIS USA 

RETENTION SCHEDULE 

Systems Design & Devel., Mktg. & Corp. Aff., Directorate 

ISSUED 19 


RECORD 

CATEGORY 

CODE 

RECORD CATEGORY 

RETENTION PERIOD 

OFFICIAL 

PIT F 

IN DEPT. 

IN STORAGE 

TOTAL 

LOCATION 

A0725 

ADMINISTRATIVE - GOVERNMENTAL 

SUP 


SUP 



REGULATIONS 

• 




A0726 

ADMINISTRATIVE - IS 

SUP 


SUP 



ORGANIZATION 





A0727 

ADMINISTRATIVE - NEWSPAPERS, 

C+l 

2 

C+3 



PUBLICATIONS & REFERENCE 






MATERIALS 





A0728 

ADMINISTRATIVE - POLICIES, 

SUP 


SUP 



PROCUREDURES & GUIDELINES 





A0729 

ADMINISTRATIVE - PUBLIC 

C-fc2 


C+2 



RELATIONS ACTIVITIES 

















REVISED DATE 

DEPARTMENT CODE 

SHEET I 




1 

2 Of 

_ 


KEY TO RETENTIONS 
ACT » While Active 
M = Current Month 
C = Current Year 
P * Permanently 
SUP a Until Superseded 
TER = Until Terminated 


AUTHORIZATION: Department Head: 

Responsible Records 
Management Group: 

Legal Counsel: _ 

[Retention in years unless otherwise noted] 


Date: 

Date: 

Date: 


t-0t-9T9C202 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 
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PHI ? MORRIS USA 

RECORDS RETENTION SCHEDULE 
Finance & Administration - Info. Svcs. - Systems Design & Devel., Mktg. & Corp. Aff., Directorate 

ISSUED 19 


RECORD 

CATF.CiORY 

RFCORD CATFfiORY 

RETENTION PERIOD 

OFFICIAL 

FTT P 

v-rv i i —<vj v_/1\ a 

CODE 


IN DEPT. 

IN STORAGE 

TOTAL 

LOCATION 

A0730 

ADMINISTRATIVE - SPEECHES/ 

C+2 

3 

C+5 



PRESENTATIONS/INDUSTRY 






SURVEY 





A0732 

ADMINISTRATIVE - VENDOR 

C+2 

3 

C+5 



PREPARED DOCUMENTS (STUDIES, 






REPORTS) 





A0731 

ADMINISTRATIVE - VISITS/TOURS/ 

C+l 

2 

C+3 



TRIP REPORTS 





F0643 

FINANCE & PROCUREMENT - 

C+l 


C+l 



APPROPRIATION/CLOSED JOB 






ORDERS/CAPITAL FORECAST 





F0644 

FINANCE & PROCUREMENT - 

C+2 

i 

C+3 



BUDGETS/EXPENSES 





I REVISED DATE 

DEPARTMENT CODE 

SHEET 1 





3 of 

5| 


KEY TO RETENTIONS 

AUTHORIZATION: 

Department Head: 

Date: 

ACT = While Active 

M = Current Month 

C * Current Year 


Responsible Records 

Management Group: 

.... . Date: 

p * Permanently 

SUP * Until Superseded 


Legal Counsel: 

Date: 


TER = Until Terminated [Retention in years unless otherwise noted) 

S0fc9T9C202 

Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 




















































RECORDS 
Finance & Administration - Info. Svcs. 


PHI ? MORRIS USA 

RETENTION SCHEDULE 

Systems Design fit Devel., Mktg. & Corp. Aff., Directorate 

ISSUED 19 


RECORD 

CATFCiORY 

RFCORD CATFfiORY 

RETENTION PERIOD 

OFFICIAL 

pit p 

V_>- / V 1 LrVJ Vy l\ JL 

CODE 


IN DEPT. 

IN STORAGE 

TOTAL 

LOCATION 

F0645 

FINANCE & PROCUREMENT - 

TER+12 


TER+12 



CONTRACTS AND AGREEMENTS 

* 




F0646 

FINANCE fit PROCUREMENT - 

C+l 


C+l 



INVOICES 





F0647 

FINANCE & PROCUREMENT - 

C+l 


C+l 



PURCHASE ORDERS 





F0648 

FINANCE fit PROCUREMENT - 

C+2 


C+2 



VENDOR INFORMATION 





P1602 

PERSONNEL - EMPLOYEE 

C+2 


C+2 



DEVELOPMENT AND TRAINING 





P1603 

PERSONNEL - EMPLOYEE 

C+2 


C+2 



INFORMATION (GENERAL) 





P1604 

PERSONNEL - JOB DESCRIPTION 

SUP 


SUP 


REVISED DATE 

DEPARTMENT CODE 

SHEET 

4 of 

5 


KEY TO RETENTIONS 
ACT * while Active 
M * Current Month 
C = Current Year 
P * Permanently 
SUP * Until Superseded 
TER = Until Terminated 

90t9T9C802 


AUTHORIZATION: Department Head: 

Responsible Records 
Management Group: 

Legal Counsel: _ 

[Retention in years unless otherwise noted] 


Date: 

Date: 

Date: 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 























































RECORDS 
Finance & Administration - Info. Svcs. 


MORRIS USA 

RETENTION SCHEDULE 

Systems Design & Devel., Mktg. & Corp. Aff., Directorate 

ISSUED 19 


RECORD 

CATEGORY 

CODE 

RECORD CATEGORY 

1 

RETENTION PERIOD 

OFFICIAL 

PIT P 

IN DEPT. 

IN STORAGE 

TOTAL 

LOCATION 

P1605 

PERSONNEL - PERSONNEL 

C+2 


C+2 



DEPARTMENT CORRESPONDENCE 

• 




P1606 

PERSONNEL - SAFETY/MEDICAL 

C+2 


C+2 


S1223 

SYSTEMS MANAGEMENT - BUSINESS 

C+l 

2 

C+3 



ARA SUPPORT - CORPORATE 






AFFAIRS 





S1224 

SYSTEMS MANAGEMENT - BUSINESS 

C+l 

2 

C+3 



AREA SUPPORT - GENERAL FOODS 





S1225 

SYSTEMS MANAGEMENT - BUSINESS 

C+l 

2 

C+3 



AREA SUPPORT - MARKETING 





S1226 

SYSTEMS MANAGEMENT - BUSINESS 

C+l 

2 

C+3 



AREA SUPPORT - SALES 





S1227 

SYSTEMS MANAGEMENT - PROJECTS 

TER 

5 

TER+5 


REVISED DATE 

DEPARTMENT CODE 

SHEET 

5 of 

5 


KEY TO RETENTIONS 
ACT s While Active 
M * Current Month 
C * Current Year 
P * Permanently 
SUP = Until Superseded 
TER * Until Terminated 


AUTHORIZATION: Department Head: 

Responsible Records 
Management Group: 

Legal Counsel: _ 

(Retention in years unless otherwise noted) 


Date: 

Date: 

Date: 


«£0fc9T9Cg02 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 





























































PHIl..' MORRIS USA 

RECORDS RETENTION SCHEDULE 
Finance & Administration - Info. Svcs. - Systems Design & Development, Sales 

ISSUED 19 


RECORD 

CATEGORY 

CODE 

RECORD CATEGORY 

RETENTION PERIOD 

OFFICIAL 

FIT P 

IN DEPT. 

IN STORAGE 

TOTAL 

LOCATION 

B0704 

BUDGET FILES 

C+2 

3 

C+5 


C1594 

CONTRACTOR EXPENSE 

C+l 

2 

C+3 


C1595 

CORRESPONDENCE 

C+l 

1 

C+2 


E0916 

EXPENSE MANAGEMENT REPORT 

C+l 

2 

C+3 


E0917 

EXPENSE STATEMENTS 

C+l 


C+l 



PERFORMANCE RATING 

TER 


TER 


P1601 

PROJECT APPROVALS 

C+2 

3 

C+5 


S1221 

SPEECHES & PRESENTATIONS 

C+2 

1 

C+3 


S1222 

SYSTEM DEVELOPMENT & DESIGN 

C+2 

3 

C+5 



DOCUMENTATION 





T0585 

TIME & ATTENDANCE REPORTING 

C+l 


C+l 


T0586 

TRAINING & DEVELOPMENT 

C+l 

2 

C+3 








REVISED DATE 

DEPARTMENT CODE 

SHEET 

1 of 

1 


key to retentions AUTHORIZATION: Department Head: ___ Date: 

ACT * White Active 

M * Current Month Responsible Records 

c = current Year Management Group: _ Date: 

P - Permanently 

sup «until superseded Legal Counsel: _ Date: 

TER * Until Terminated [Retention in years unless otherwise noted) 

80WI9Cg02 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 
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PHILIP MORRI8 USA 


> 

r 

Marketing 

RECORDS RETENTION SCHEDULE 

- Marketing Research - Marketing Planning 

ISSUED 

19 



RETENTION 

CATEGORY 

CODE 

NAME OF RECORD 


RETENTIONS 


OFFICIAL 

IN DEPT. 

IN STORAGE AREA 

TOTAL 

r ILiCi 

LOCATION 

A0927 

ALL REGIONS/SECTIONS 

P 


- 

P 


B0956 

BRAND FILES 

C+5 


C+5 


B0957 

BRAND SHARE REPORTS - MONTH- 

C 


C 



END 





B0958 

BRAND SHARE REPORTS - YEAR-END 

C+l 

P 

P 


C2135 

COMPARATIVE SALES REPORT - 

1 MO. 

P 

P 



MONTH-END 





C2136 

COMPETITIVE ACTIVITY FILES 

C+l 


C+l 


C2137 

COMPUTER PROJECTS 

C+2 


C+2 


D0722 

DAILY PROJECTION FILES 

P 


p 


D0723 

DISTRIBUTION LIST 

C 


C 


F0973 

FORECAST FILES 

C+5 


C+5 


F0974 

FORECAST WORKSHEETS 

P 


P 


LOCATION 

DEPT. NO. 

SHEET 

1 of 

3 


key to retentions AUTHORIZATION: Department Manager:_Date: 

ACT » While Active 

m ■ current Month Functional Director:_ Date: 

C * Current Year 

p * Permanently Legal Counsel: Date; 

SUP * Until Superseded 

TER » Until Terminated [Retention in years unless otherwise noted] 

60fr9I9P802 

Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 









































































PHILIP MORRIS USA 

RECORDS RETENTION SCHEDULE 
Marketing - Marketing Research - Marketing Planning 

ISSUED 


19 


RETENTION 

CATEGORY 

CODE 

NAME OF RECORD 


RETENTIONS 

OFFICIAL 

FILE 

LOCATION 

IN DEPT. 

IN STORAGE AREA 

TOTAL 

G0360 

GENERIC FILES 

C 


C 


H0282 

HISTORICAL BRAND FILES 

SUP 


SUP 


10545 

INDUSTRY FILES 

C+2 

3 

C+5 


M1341 

MARKET SHARE REPORTS 

SUP 


SUP 


M1342 

MAXWELL FILES 

SUP 


SUP 


M1343 

MSA FILES 

SUP 


SUP 


N0234 

NEW BRAND FILES 

C+2 

1 

C+3 


N0235 

NIELSEN FILES 

C+l 

1 

C+2 


N0236 

NIELSEN REPORTS 

c 


c 


P1876 

PERSONNEL FILES 

TER 


TER 


P1877 

POPULATION REPORTS 

C+l 

14 

C+15 


P1878 

PRESENTATIONS & SPEECHES 

C+2 

5 

C+7 


P1879 

PRICE INCREASE FILES 

C 


C 


LOCATION 

DEPT. NO. 

SHEET 

2 of 3 


KEY TO RETENTIONS 
ACT ■ While Active 
N * Current Month 
C * Current Year 
P « Permanently 
SUP ■ Until Superseded 
TER « Until Terminated 


AUTHORIZATION: Department Manager:_Date: 

Functional Director:_ Date: 

Legal Counsel:_Date: 

[Retention In years unless otherwise noted] 


0Tt9T9CS02 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 
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/ 

Marketing 


PHILIP MORRI8 D8A 
RECORDS RETENTION 
Marketing Research - Marketing Planning 


SCHEDULE 

ISSUED 


19 


RETENTION 

CATEGORY 

CODE 

NAME OF RECORD 

RETENTIONS 

OFFICIAL 

FILE 

LOCATION 

IN DEPT. 

IN STORAGE AREA 

TOTAL 

S1763 

STANDING ORDER REPORTS - HARD 

C 


C 



COPY 





S1764 

STANDING ORDER REPORTS - 

P 


P 



MICROFICHE 





T0772 

TAX INFORMATION FILES 

SUP 


SUP 


T0773 

TOP 100 ACCOUNT FILES 

C 


c 


T0774 

TRADE CLASS FILES 

C 


C 






































LOCATION 

DEPT. NO. 

SHEET 

3 of 3 


KEY TO RETENTIONS 
ACT ■ While Active 
H * Current Month 
C « Current Year 
P « Permanently 
SUP * Until Superseded 
TER « Until Terminated 


AUTHORIZATION: Department Manager 
Functional Director 
Legal Counsel 

[Retention in years unless otherwise noted] 


Date: 
Date: 
Date: 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 


TW9T9C202 
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PHILIP MORRIS USA 

RECORDS RETENTION SCHEDULE 
Marketing - Marketing Research - Marketing Information & Analysis 

ISSUED 19 


RETENTION 

CATEGORY 

CODE 

NAME OF RECORD 

RETENTIONS 

OFFICIAL 

FILE 

LOCATION 

IN DEPT. 

IN STORAGE AREA 

TOTAL 

A0900 

ACCOUNT FILES 

C+l 

1 

C+2 


A0901 

ALL REGIONS/SECTIONS - HARD 

C 


C 



COPY (YEAR END REPORT) 





A0902 

ALL REGIONS/SECTIONS - 

P 


P 



MICROFICHE 





B0910 

BRAND FILES 

C+2 

3 

C+5 


B0911 

BRAND SHARE REPORTS - MONTH- 

1 MO. 

p 

p 



END 





B0912 

BRAND SHARE REPORTS - YEAR-END 

1 YR. 

p 

P 


B0913 

BUDGET FILES 

C+2 

1 

C+3 


C2062 

CHRONOLOGICAL FILES 

C+l 

i 

C+2 


C2063 

CIVILIAN SOLID STATE - COM 

P 


p 








LOCATION 

DEPT. NO. 

SHEET 

1 of 

8 


key to retentions AUTHORIZATION: Department Manager:_Date: 

ACT ■ While Active 

n » current Month Functional Director:_ Date: 

C * Current Year 

p * permanently Legal Counsel:_Date: 

SUP s Untit Superseded 

TER * Until Terminated [Retention In years unless otherwise noted] 

ZW9T9CZ0Z 

Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 
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Marketing - 


PHILIP MORRIS USA 

RECORDS RETENTION SCHEDULE 
Marketing Research - Marketing Information & Analysis 

ISSUED 


RETENTION 

CATEGORY 

CODE 

NAME OF RECORD 

RETENTIONS 

OFFICIAL 

PTT p 

IN DEPT. 

IN STORAGE AREA 

TOTAL 

r xj-i& 

LOCATION 

C2064 

COMPARATIVE BRAND REPORTS - 

1 MO. 

P 

P 



MONTH-END 





C2065 

COMPARATIVE BRAND REPORTS - 

1 YR. 

P 

P 



YEAR-END 





C2066 

COMPETITIVE FILES 

C+l 

2 

C+3 


C2067 

COMPUTER PROJECTS 

c 


C 


C2068 

CONSUMER RESEARCH FILES 

C+l 

2 

C+3 


C2069 

COUPON FILES 

C+l 

2 

C+3 


C2070 

CUSTOMER BY SHIP-TO-POINT-COM 

p 


P 


C2071 

CUSTOMER DOLLAR RANK REPORT- 

p 


P 



COM 





C2072 

CUSTOMER RANKING REPORT - 

C MO. 


C MO. 



HARD COPY 





LOCATION 

DEPT. NO. 

SHEET 

2 of 

8 


KEY TO RETENTIONS 
ACT « While Active 
M * Current Month 
C » Current Year 
P * Permanently 
SUP * Until Superseded 
TER ■ Until Terminated 


AUTHORIZATION: Department Manager:. 

Functional Director:. 
Legal Counsel:. 

(Retention in years unless otherwise noted] 


.Dates 

Date: 

Date: 


CTTOTSCaOZ 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 
















































































PHILIP NORRIS USA 

RECORDS RETENTION SCHEDULE 
Marketing - Marketing Research - Marketing Information & Analysis 

ISSUED 19 


RETENTION 

CATEGORY 

CODE 

NAME OF RECORD 

RETENTIONS 

OFFICIAL 

TPTT.Tr 

IN DEPT. 

IN STORAGE AREA 

TOTAL 

r J-J-iJd 

LOCATION 

C2073 

CUSTOMER RANKING REPORT - 

P 


P 



MICROFICHE 





C2074 

CUSTOMER REPORTS 

C 


C 


D0701 

DAILY PROJECTION FILES 

C+2 

3 

C+5 


D07O2 

DAILY SALES COMPUTERIZED 

C 


C 



REPORTS - HARD COPY 





D0703 

DAILY SALES COMPUTERIZED 

P 


p 



REPORTS - MICROFICHE 





D0704 

DEPARTMENTAL FILES 

C+l 

2 

C+3 


D0705 

DEPARTMENTAL REPORTS 

C+l . 

1 

C+2 


D0706 

DISTRIBUTION LIST 

C 


c 


F0956 

FORECAST FILES 

C 


c 


F0957 

FORECAST WORKSHEETS 

P 


p 


LOCATION 


DEPT. NO. 


SHEET 1 





3 of 

_ 


key to retentions AUTHORIZATION: Department Manager:_Date: 

ACT « Uhll* Actlv# 

n ■ currant Month Functional Director:_ Date: 

C * Current Year 

p » p*m»nentiy Legal Counsel:_Date: 

SUP ■ Until Superseded 

TER ■ Until Terminated [Retention In years unless otherwise noted] 

t-Tt-aiacsoa 


Source: https://www.industry9ocuments.ucsf.edu/docs/pqlm0000 
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PHILIP MORRIS USA 

RECORDS RETENTION SCHEDULE 
Marketing - Marketing Research - Marketing Information 6 Analysis 

ISSUED 


RETENTION 

CATEGORY 

CODE 

NAME OF RECORD 

RETENTIONS 

OFFICIAL 

FTT.F 

IN DEPT. 

IN STORAGE AREA 

TOTAL 

r x i tfj 

LOCATION 

F0958 

FYI FILES 

C 


C 


G0352 

GENERIC FILES 

C 


C 


G0353 

GEOGRAPHIC FILES 

C 


_ - _ 6 — 


G0354 

GEOGRAPHIC VOLUME REPORTS 

c 




H0273 

HISTORICAL BRAND FILES 

SUP 


SUP 


10529 

IN-STORE TESTING FILES 

c 


c 


10530 

INDUSTRY FILES 

C+2 

3 

C+5 


10531 

INDUSTRY NEW BRAND - MKTRACK - 

P 


P 



FI CHE 





10532 

INDUSTRY NEW BRAND - MKTRACK - 

SUP 


SUP 



HARD COPY 





10533 

INDUSTRY NEW BRAND - TRACKING 

C+2 


C+2 



- ALL 





LOCATION 

DEPT. NO. 

SHEET 

4 of 

8 


key to retint i ohs AUTHORIZATION: Department Manager:_Date: 

ACT * Will* Active Jf // / O/L 

h ■ current ttonth/v '/ *? Functional Director: _ Date: 

C * Current Year ^ 

p > p«ratMMntiy Legal Counsel:_Date: 

SUP » Until Superseded 

TER * Until Terminated (Retention in years unless otherwise noted] 

STfr9T9C202 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 

































































PHILIP MORRIS USA 

RECORDS RETENTION SCHEDULE 
Marketing - Marketing Research - Marketing Information & Analysis 

ISSUED 19 


RETENTION 

CATEGORY 

CODE 

NAME OF RECORD 

RETENTIONS 

OFFICIAL 

FILE 

LOCATION 

IN DEPT. 

IN STORAGE AREA 

TOTAL 

10534 

INDUSTRY NEW BRAND - TRACKING 

P 


P 



- YEAR END 





K0142 

KEY ACCOUNT FILES 

C+l 


C+l 


M1252 

M.S.A. REPORTS 

C+l 

2 

C+3 


M1253 

MANAGEMENT REPORTS 

C+l 

2 

C+3 


M1254 

MARKET REPORT BOOKS - COMFICHE 

P 


P 


M1255 

MARKET REPORT BOOKS - HARD 

C+2 


C+2 



COPY 





M1256 

MARKET SHARE REPORTS 

SUP 


SUP 


M1257 

MARKET SHARE TREND REPORT 

c 


C 


M1258 

MARKET TRADING AREA MAPS 

SUP 


SUP 


M1259 

MARKETING ANALYSIS-HISTORICAL 

p 


p 


M1260 

MARKETING FILES 

C+2 

1 

C+3 


LOCATION | 

DEPT. NO. 

SHEET 

5 of 

8 


key to retentions AUTHORIZATION: Department Manager:_Date: 

ACT ■ Whl It Active 

n » current Month Functional Director:_ Date: 

C * Current Year 

p ■ p*n»»nentiy Legal Counsel:_Date: 

SUP * Until Superseded 

TER * Until Tenainated [Retention in years unless otherwise noted] 

swaiscaos 

Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 




















































































PHILIP MORRI8 USA 

RECORDS RETENTION SCHEDULE 
Marketing - Marketing Research - Marketing Information & Analysis 

ISSUED 19 


RETENTION 

CATEGORY 

CODE 

NAME OF RECORD 

| RETENTIONS 

OFFICIAL 

IN DEPT. 

IN STORAGE AREA 

TOTAL 

r xjjjCi 

LOCATION 

M1261 

MAXWELL FILES 

SUP 


SUP 


M1262 

MAXWELL REPORTS 

P 


P 


| M1263 

MEDIA FILES 

C+l 

2 

C+3 


| M1264 

MEMOS 

C+l 


C+l 


| M1265 

MILITARY - COM 

P 


P 


M1266 

MISCELLANEOUS 

C+l 


C+l 


N0218 

NEW BRAND FILES 

p 


P 


N0219 

NEW PRODUCT TRACKING REPORT 

P 


P 



(MONTHLY SHARES) - 






MICROFICHE 





N0220 

NEW PRODUCT TRACKING REPORTS 

C 


c 



(MONTHLY SHARES) - HARD COPY 





N0221 

NIELSEN FILES 

C+l 

1 

C+2 


LOCATION 

DEPT. NO. 

SHEET 

6 of 8 


KEY TO RETENTIONS 
ACT • UMU Active 
N ■ Current Month 
C ■ Current Yeer 
P ■ Peraenently 
SUP * Until Superseded 
TER ■ Until Terminated 


AUTHORIZATION: Department Manager:_Date: 

Functional Director:_ Date: 

Legal Counsel:_Date: 

(Retention in years unless otherwise noted] 


£Tfr9T9C202 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 





19 


PHILIP MORRIS USA 

RECORDS RETENTION SCHEDULE 
Marketing - Marketing Research - Marketing Information 6 Analysis 

ISSUED 


RETENTION 

CATEGORY 

CODE 

NAME OF RECORD 

| RETENTIONS 

OFFICIAL 

FTT.F 

IN DEPT. 

IN STORAGE AREA 

T<. iAL 

r luu 

LOCATION 

N0222 

NIELSEN REPORTS 

C 


C 


P1800 

PERSONNEL FILES 

TER 


TER 


P1801 

POPULATION REPORTS 

C+l 

14 

C+15 


P1802 

PRESENTATIONS & SPEECHES 

C+2 

5 

C+7 


P1803 

PRICE INCREASE FILES 

C 


C 


P1804 

PROFIT CONTRIBUTION - COM 

P 


P 


P1805 

PROMOTION FILES 

c 

1 

C+l 


R0821 

REFERENCE FILES 

c 


c 


R0822 

REPORTS 

C+l 


C+l 


S1725 

SALES REPORT 

C+2 

2 

C+4 


S1726 

SPACE SUMMARIES 

c 


c 


S1727 

STANDING ORDER REPORTS - HARD 

c 


c 



COPY 





LOCATION 

DEPT. NO. 

SHEET 

7 of 

8 


key to retentions AUTHORIZATION5 Department Manager:_Date: 

ACT « While Active 

m ■ current Month Functional Director:_ Date: 

C » Current Year 

p » permanently Legal Counsel:_Date: 

SUP * Until Superseded 

TER ■ Until Terminated [Retention In years unless otherwise noted} 


8Tfc9T9C202 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 
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19 


PHILIP MORRIS USA 

RECORDS RETENTION SCHEDULE 
Marketing - Marketing Research - Marketing Information & Analysis 

ISSUED 


RETENTION 

CATEGORY 

CODE 

NAME OF RECORD 

RETENTIONS 

OFFICIAL 

PTT.P 

IN DEPT. 

IN STORAGE AREA 

TOTAL 

r IjjJo 

LOCATION 

S1728 

STANDING ORDER REPORTS - 

P 


P 



MICROFICHE 





S1729 

STORE AUDIT FILES 

C 


C 


S1730 

SUPPLIER FILES 

c 


C 


T0751 

TAX INFORMATION FILES 

SUP 


SUP 


T0752 

TOP 100 ACCOUNT FILES 

c 


C 


T0753 

TRADE CLASS FILES 

c 


C 


T0754 

TRADE CLASS REPORT - COM 

p 


P 

































LOCATION 

DEPT. NO. 

SHEET 






8 of 

8 


key to retentions AUTHORIZATION: Department Manager:_Date: 

ACT ■ While Active 

m « current Menth Functional Director:_ Date: 

C * Current Tear 

p • permanently Legal Counsel:_Date: 

SUP - Until Superseded 

TER - Until Terminated [Retention in years unless otheruise noted] 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 


GW9T9C202 


































































SCHEDULE 


PHILIP MORRIS USA 
RECORDS RETENTION 
Marketing - Marketing Research, Directorate 


ISSUED 









KEY TO RETENTIONS 
ACT ■ While Active 
N ■ Current Month 
C ■ Currtnt Year 
P ■ Permanently 
SUP » Until Superseded 
TER - Until Terminated 

021-9196202 


AUTHORIZATION: Department Manager: 

Functional Director: 
Legal Counsel: 

(Retention in yeere unteee otherwise noted) 


.Date: 

Date: 

Date: 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 




















































SCHEDULE 


Marketing - 


PHILIP MORRIS USA 
RECORDS R E T E N T I O H 
Marketing Research - Consumer Research 


ISSUED 


RETENTION 

NAME OF RECORD 

RETENTIONS 

OFFICIAL 

T?TT P 

CATEGORY 

CODE 

IN DEPT. 

IN STORAGE AREA 

TOTAL 

r LLit, 

LOCATION 

A0903 

AD - HOC FILES 

C+l 

2 

C+3 


A0904 

AD PACK TESTS 

C+9 

10 

C+19 

5TH FLOOR 

A0905 

ADVERTISING FILES 

C+l 

2 

C+3 

5TH FLOOR 

B0914 

BILLING 

C+l 

2 

C+3 

5TH FLOOR 

B0915 

BRAND FILES 

C+2 

17 

C+19 

5TH FLOOR 

C2075 

CHRONOLOGICAL FILES 

C+l 

18 

C+19 

5TH FLOOR 

C2076 

CIGARETTE REPORTS 

C+l 


C+l 

5TH FLOOR 

C2077 

CIGARETTE SWITCHING BOOKS 

C+ll 

8 

C+19 

5TH FLOOR 

C2078 

COMPETITIVE ADS (A-Z) 

C+l 

2 

C+3 

5TH FLOOR 

C2079 

COMPETITIVE BRAND FILES 

C+2 

17 

C+19 

5TH FLOOR 

C2080 

COMPUTER TAB BOOKS 

C+l 

3 

C+4 

5TH FLOOR 

C2081 

CORRESPONDENCE 

C+l 

2 

C+3 

5TH FLOOR 

D0707 

DEPARTMENTAL FILES 

C+l 

18 

C+19 

5TH FLOOR 

LOCATION 

DEPT. NO. 

SHEET 

1 of 

2 


KEY TO RETENTIONS 
ACT ■ While Active 
M * Current Month 
C * Current Yeer 
P ■ Permanently 
SUP * UntH Superseded 
TER * Until Terminated 


AUTHORIZATION: Department Manager: 

Functional Director: 
Legal Counsel: 

[Retention in years unless otherwise noted] 


.Date! 
Date: 
Date: 




Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 


































































































PHILIP MORRIS USA 
RECORDS RETENTION 
Marketing - Marketing Research - Consumer Research 


SCHEDULE 

ISSUED 


19 


RETENTION 

CATEGORY 

CODE 

at a ud np nf r»Ann 

RETENTIONS 

OFFICIAL 

t>TT T7 

NAMHi Ur KbCUKD 

IN DEPT. 

IN STORAGE AREA 

TOTAL 

r JLLih, 

LOCATION 

G0355 

GENERAL FILES 

C+3 

1 

C+4 

5TH FLOOR 

H0274 

HTI REPORTS 

C+9 

10 

C+19 

5TH FLOOR 

10535 

INCIDENCE/CONSUMPTION REPORTS 

C+9 

10 

C+19 

5TH FLOOR 

M1267 

MISCELLANEOUS 

C+l 


C+l 

5TH FLOOR 

P1806 

PERSONNEL FILES 

TER 


TER 

5TH FLOOR 

P1807 

POL FILES 

C+9 

10 

C+19 

5TH FLOOR 

P1808 

PRESENTATIONS & SPEECHES 

C+2 

7 

C+9 

5TH FLOOR 

P1809 

PRODUCT TESTING SAMPLES (CIGS) 

C+5 


C+5 

5TH FLOOR 

P1810 

PROJECT FILES 

C+3 

16 

C+19 

5TH FLOOR 

T0755 

TRACKING REPORTS/TAB BOOKS 

C+9 

10 

C+19 

5TH FLOOR 

T0756 

TRANSPARENCY FILES 

C+2 

7 

C+9 

5TH FLOOR 













LOCATION 

DEPT. NO. 

SHEET 

2 of 

2 


KEY TO RETENTIONS 
ACT = While Active 
M * Current Month 
C s Current Year 
P * Permanently 
SUP = Until Superseded 
TER * Until Terminated 


AUTHORIZATION: Department Manager 
Functional Director 
Legal Counsel 

[Retention in years unless otherwise noted] 


Date: 
Date: 
Date: 




Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 



V.. 


nun Aaitii ona 

RECORDS RETENTION SCHEDULE 


Marketing Services, vice President 


ISSUED 


19 


(retention 

1CATEGORY 
] CODE 

MAMB OF RECORD 

| RETENTIONS 

OFFICIAL 

PILE 

LOCATION 

nr DEPT. 

IN STORAGE AREA 

TOTAL 

1&& 

AGENCY FILES 

cu 

2 

C*3 



BRAND FILES 

»2 

3 

C4-5 


AW 

BUDGET PILKS 

C+2 

1 

cr-3 


(L&uo 

CALIFORNIA EXCISE TAX 

OM 


C«L 


— w 

CHRONOLOGICAL FILES 

C+l 

1 

C+2 


CAM 

i 

i 

m 

1 

C+2 



MEMBERSHIPS 





CAM* 

COMSUUMTS/StTPPLIERS 

c« 

3 

C+5 


CAM 

CONTRACTS £ AGREEMENTS 

TER+-1 

4 

TKR+5 


CAM 

SaS^PQinDnKE -HiKSiLAtkM 

cri 

1 

C+2 

i ‘ 

/y /% j/tf 

nnmrniir 



AA.1 



UUUUIIX-. -J lllw 




D 744 

DIRECT MARKETING FILES 

Cf-1 

2 

' C+3 



EVENT jPILES * 

CfL 

LJ__ 

j C+3 

J 

LOCATION . | 

DEPT. HO. | 

SHEET 

1 of 4 


«t ioiiiehhs AUTHORIZATIONS Department Managers . . . Qatar 

C > IwrrH t«v 

r » N wiiy Functional Director:_Date: 

ar *«mU stttruM 

if* ■ mii iimimttd Legal Counsel: .__ _Date:. 

ACTr £jhife tfd'it 


C»9T9C202 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 




2023616424 




‘:ar yen 


:»WI 


jo z 


w :ia$utx>3 ii&yi 

":aotpex|o xwojywaj 

~:xafieu»ti ^uso^tsdao -NOUVSiaoiunv 


po>WHU>| |«)M0 = I3| 

P'S***** 1|**> * «tt 
<3>uWf>ij * 4 
x»jl ^3 * 3 

WIUB 13 I m AH 


A33US 


ON •JUI3Q 




<y/»s? 


XaA fS 

• ITlr* 


KOUTOOl 

snjd 

Tvroiaao 


TYJXtt 


lYHHY 89 WKUS MI 


SKOUJtUSH 


*jwaa m 


SXSOdSH B3MVHSXM 


NOIXKXn 

S81U DMISiaMVHJMSH Hfc/fY 
r V-SOMHH KMiiV 

_r *1 

S9MU3XN /*?//✓ 
98*114 Y10HN Q(&/hf 
USOdSM B3MVHSXM 

snu H3W8S8H amrai nr/M 

smmw 

saraius nsi sun friSr 'y 
s am u u mo £?p*> 
SUUOJ |4/^=y| 

SHU MVM MU 8AM *)$bd( 


smbmowm asKapaxal 3 


qhooxx 40 am 


aaoo 

A«OD 80 rVD 

HOIJ 4 GkL 3 H 


aanssi 


quapystxrd eofA 'soofAxas 


a'lnaauos h oum a x a n sohoosh 
urn ■iw w i'uu 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 




KEY TO mwtium 
t * Current Year 
* ■ NrinunUy 
sur *■ IkiClt Stofercc** 
TEH * Unfit 


authorization: Department Manager:. 

Functional Director:. 
Legal Counsel:. 


Date:. 


Date: 


S2W9C202 


Source: https://www.industrydocuments.ucsf.edu/docs/pqlmOOOO 

























































































